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APPLICATION FOR RECORDS RETENTION SCHEDULE 
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INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form; Forward signed original to 
Department of Archives and History, Records Management division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

c_--_ 

ipplication Date 

_______I 

cvplication Number 

~~ ~ 

n Annex, A t l an ta ,  Geor 

I. Person to Contact Working Title Telephone Number 

I. Anion Requested 

-~ ~~ ~ ~~ ~ . ~ . - ~~ ~~~ . . ~ . ~ .  - 

~~~~ 

656-2454 
~~~ ._~_._.lll-- ..___ - Tom S c o t t  Adminis t ra tor  

-. - 

a. 
b. 

IX EstaDiisn Retention Schedule; record will mntinue to aCCumUlate. 
0 Diswse'of Dresent accumulation: no further accumulation anticipated. 

- 
~. ~~ - -~~~~ . - 

c. 0 Amend kPDliCatiOn No. ~___ I_-__. Check One: 0 Change: -aSug$rcede; 0 Void~ 
L. Dates of Serier 1 5. Records Series Title /followed by title used in office; if different) 

-. 
To Date LOCAL SCHOOL SYSTEMS FAEI€TTIBS CORRESPONDENCE FILES btex _I_._ 

iarliest 
1952 
I __  - _I-- 
i. Division and Office Function What is the fynction of the Division and the Office in which this record series is created? 

-4 

The School P lan t  Unit  works with l o c a l  school  systems t o  produce end main ta in  adequate ,  
s a f e  and a t t r a c t i v e  p u b l i c  school p h y s i c a l  f a c i l i t i e s .  The u n i t ' s  s t a f f  of a r c h i t e c t s  
and engineers  approves p l ans  for  a d d i t i o n s  and new b u i l d i n g s ,  i n s p e c t s  e x i s t i n g  b u i l d i n g s  
t o  a s s u r e  t h a t  s t r u c t u r e s  a r e  s a f e  and t h a t  space  and equipment a r e  e f f i c i e n t l y  used, 
and conducts s p e c i a l  workshops and t r a i n i n g  programs throughout t h e  s t a t e  f o r  l o c a l  
maintenance and c u s t o d i a l  personnel .  

_I_ ___ -. I - ___ . -. -- 
f. Record Series Description This file contains the following documents (include form numbers and rirles, if any): 

Attach samples of the file. 
Documents relating to: communicating wi th  l o c a l  s choo l  systems concerning a l l  a r e a s  o f  respons- 

i b i l i t y  of the schoo l  p l a n t  s e c t i o n ,  p r i m a r i l y  b u i l d i n g  c o n s t r u c t i o n ,  a d d i t i o n s ,  main- 
tenance, i n s p e c t i o n  and t r a i n i n g .  

Includedare: letters t o  and from l o c a l  s choo l  systems and i n t e r n a l  memos concerning systems. 

File is arranged:alphabetically by l o c a l  school systems. 

__ __-  - _ _  . .. __ I 
3. Monthly Reference Rate 

One to six months old 
How often are records referred to which are: 

200 ; Seven to twelve months old Thirteen to twenty-four months old 3 . ;  
- _  I______ - twe6~:ffivehonths and older\S- 7. 

. __._~I 
9. Annual Rate of A a T z o f F i d 8  I 
i Letter-size drawers , Legal-size drawers Shelves ; Other /spmify) - 

-- ~ 

R--50-71, Rev. 76 



:* I ..- . . , --. , ~ I _ _ ~ - . .  . ~ . " ~ ~ . ~  -. -~ _--._ - ~ ~ - ~ .  
,<_ 

~ __ -.~. Questionnaire (Place an "x" in the~proper..wlomn) - 

I f t , r ! & ?  I_ .-II_ - - ~- 
a. Is this the official copy of the series? 

h Does the series contain confidential information requiring security handling? If yes, i i t e  law or regulation. 
- 
- -.~_-i ~ ~ ~~-~ .' 

I 
__I 

-__- 
e. When one or two documents in the file make it necessary to keep th+ entire file for a long period, could these 

atelv? _- . -  
LLWVeW?!hhtE iii..Lf .vesAna€l_cseL_i- l___l_ 

g. &the information contained in th is  series ev& analyzed and/o;recorded in a summarized report? 
i . .. . . - .- ~~~ -I.fYes-, ~- 

-.lf u&e&--__ 
I 

.. . 
I___._... 

a. State Law -. A _ - - y e a r s .  d. Audit period 
b. Statute of limitation years. e. Administrative need 
c. Federal law -.O--years. 

.. 

concerning bonding with local  systems. 
I _-.._- _ _ ~  _l__l______ i_l_ ~. 

5 .~ 
12 ADorwed Dispbsition Instru-dions This agency recommends that'the file series be cut otf-at thb end of each: .~ 

U Calendar Year; (B F i G l  ~rpar; 0 Other 
7 c ~ - , , . . . . , ~ .  -. . .  

- the!, . . . I  . . I  
- .- '2 - . . .  ~. - .  .~ 

~. - .  . . ~. . &. ? .  
. ,  

, 

. 1 .  
~. ~ ~. ,. ~ 

& Hold in the current files area -monthis) L ~ 5 . i  ,~year(si; then ~ .:. - .  , .  . . - .. 
~. . .. ~ - .  . . .  . 7 .  . .  0 Transfer to local holding area, hold year(s); then . ~. . m Transfer to State Remrds Center; hold A y e a r ( s ) ;  then 

Transfer to State Archives for permanent retention. 
0 Other ISpedyJ 

Destroy. 

. .  

, I  
i ~- . .  --,  . , ~~ . ~, ~~ 

. .. .~ . .y .. 
. ~~ r . . . . -  

i :-, . . ~ ~- . .  . . -  ~ , .  . .  
~~~ 1. - 

~ .~ ~~ . .  _. 
., . ~ ~~ 

. .  .~. . .  . .  .- i  ., . -  - ?;' -_ 

These instructions apply to a l l  prior and future accumulations of the series. 

of explanation.) 


